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TO : Deputy Direotor (Administration) 30 June 1954 

SUBJECTS Managemen t Staff Study of the Organization and Staffing of the Logistics 
Office 


PROBLEM: 

Operating experience gained since the establishment of the Logistics Office organ!- 
zational structure and T/0, and a need for a determination of the staffing required to 
enable the Office to accomplish its mission, necessitate a review of the functions and 
organizational structure of the Office in order to: 



ao Realign certain staff functions and refine the internal organizational structure of the 
operating divisions so as to best meet current requirements, 

bo Establish a realistic staffing pattern related to actual workload requirements to 
determine either the adequacy of the present personnel ceiling or the justification 
for a change in the personnel ceiling. 


2, ASSUMPTION: 

The overall mission of the Logistics Office is expected to undergo no major change in 
the foreseeable future, 

3. FACTS BEARING ON THE PROBLEM: 

a. The present organization of the Logistics Office was approved in March 1953 » Since 
that time there has been no major change in the structure or assigned functions other 
than the assumption of the following functions performed by the former General Services 
Office* 

(1) Mail and Courier Service 
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(2) Space Maintenance and Facilities 

(3) Printing and Reproduction 


(4) Printing Advisory 


25X9A2 The above functions were acquired with the transfer of approximately ^■personnel, 
but no provision was made for an increase in administrative personnel to carry the 
additional workload imposed by the transfer. 


25X9A2 

25X9A& 


25X9A2 


The present T/O provides fori 


been imposed upon the Office , consisting of | 
positions a 


I positions whereas a personnel ceiling of 


civilian positions and I 


| lias 
military 

25X9A2 


Ca The consolidation of two separate warehouse facilities and the relocation of their 
activities at a new site have necessitated a complete change in the organizational 
element responsible for the warehousing function 0 


do The Assistant Director for Personnel proposed, under date of March 16, 1954, and the 
Chief of Logistics agreed to, a comprehensive classification survey of all Logistics 
Office positions determined to be necessary to carry out the mission and functions of 
the Logistics Office 0 


4o DISCUSSION; 


On an overall basis, the organizational pattern for the Logistics Office remains 
substantially the same as the presently approved organization 

The Security function has, in fact, reported directly to the Chief of Logistics 
since it was established and inasmuch as its function is primarily that of operational 
security, this is considered to be a proper organizational placement of the function. 
It is now possible to combine the functions of the Special Staff with those of the 
Technical Review Staff (inspection and review) and place them in a Technical Review 
and Policy Staff at a saving in positions. 
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ln “, OTk ^ “■> divisions and within the 

£J “S5L«. th0 T #* “ rtain £*! t 

^ Requirements Staff. The Coordination and Requirements Staff * 

S/0 1 ’ S vlfw of the S?4 0 r 0 °“ 0 'e^ to e 0n 0 ™' aU lo R l3tloal planning with a reduced 
Jr?* * f 8hlf J ln emphasis from coordination and requirements to Diamine 

this Staff is carried on the proposed chart, in Tab A, as the Harming staff. S ' 

omr^tSTdiJiMonr 11 68 ,J arious j ^ fiK ® me nte in the organizational structure of the 
operating divisions, are discussed ln detail in Tabs A to K, inclusive,, 

thlf^JS’jT 1 .? 111 UM 1>0 8 l3tl <“ ! OfHce. During the couree of 

"T® ,urv ®y each element, with one or two exceptions such as the Office of pm 

of Logietlce and the Office of the Militant chlaf for OpeStiuM? Sfb^n «r^ 
fully studied^ with a view to establishing some kind of unit of measure to apply to 

Thi ® hSB bwm P° seibl * ^ Procurement and 
i ^ S# J In ° ther el ®aients diere this has not been possible the 
utilised^ ^ 1)8011 revlewed to detwrinine that personnel assigned are being fully 

th L Inatter of staffin « by establishing for each major 
Tn^ \ f ° f £ iC ® U* aUmb ® r ° f P° Bitions required to accomplish its purpose. 

MlSt^nSanl^’t?" 10 * ? th ‘ 0hl#f ° f L08l8tl °" » <£> «a* STST 

assistant Chi®* for Operations, where the need for the positions involved la ,.An w 

elraenS'th? has been u ® ad ® to burnish detailed workload data. In all othe/ 

m ^ he operations have been reviewed, workload data secured to the extent 
available and such information is detailed in the attached Tabs A to K, inclusive 
t«n!2 POrt ? f the . T /°° In those ®l®»®nts where an increase appears warranted de~' 

StSf 1 md 1 thrAd n ? S 4 a + e f Sf t 5- ln ^ a PP r °P riat « Tab? for example, in the Security 
th f Administrative Staff specific tasks have been identified, the time re- 

T/0 needed? f 8U ° h ***** * 8tabllflhed and & PP lied to the workload to determine the 

th^W^c^nJ^ +v, iS a con f apativ * statement showing for each major element of 

Ms“ CS fi f r V** pr8S * nt a PP rov ® d T /°» the staffing proposed as a result of 
this survey, and the increases and decreases. 
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The staffing proposed in this study will require an increase of 9 in the personnel 
celling for the Logistics Office* Attached as Appendix No* 2 is a reconciliation 
statement of the existing and proposed ceiling figures* Particular attention is 
directed to the adjustments shown in Appendix Ho. 2* These are necessary for record 
keeping purposes and must be made for the reason that the proposed T/0 includes only 
those positions necessary to enable each element of the Office to accomplish its 
purpose and does not include provision for certain pending actions (see "Pending 
Deletions", Appendix No* 3)* ' ** 

Attention is also directed to the "Pending Additions" shown in Appendix No* 3. These, 
if approved, will also require personnel ceiling increases since they are not in- 
cluded in the proposed new ceiling shown in Appendix Ho* 2* 

As stated above, the proposed staffing involves a ceiling increase of 9. The fact 
that the present approved T/0 is greatly in excess of the present personnel ceiling 
and further that Logistics Office has found it necessary to continually adjust the 
internal allocation of the ceiling, makes it impossible to eompare the proposed T/0 
with the present approved T/0 and identify those causing the increase* This situation 
was also the subject of comment by the Assistant Director for Personnel in his memo- 
randum of 16 March 1954 to the Chief of Logistics where he stated that it is difficult, 
if not impossible, to recognise true vacancies* However, on the basis of the on-duty 
personnel, plus the in-process actions, the Logistics Office has made a current 
distribution of its present personnel ceiling which identifies the increase of nine 
as being composed of the positions shown in Appendix No. 4* 

Excluded from the scope of this survey are three proposals for staff increases. Each 
of these results from workload problems outside the control of Logistics Office and 
each instance arose after the organizational and staffing work necessary for the 
classification survey ted been completed* In view of the deadlines established for 
various parts of this survey, i*e., completion of the organizational and staffing 
review, completion of the classification survey, and submission of recommendations in 
time to meet budget requirements, it has not been possible to include in this study 
requirements set forth in Appendix No* 3* 
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5o CONCLUSIONS* 

a 0 The organisational pattern for the Logistics Office should consist of the following 
staff and operating elements: 


(1) 

Security Staff 


(2) 

Technical Review and Policy Staff 

(3) 

Planning Staff 


(4) 

Administrative Staff 


(5) 

Office of Assistant Chief 

for Operations 

(6) 

Printing and Reproduction 

Division 

(7) 

Procurement Division 


(3) 

Real Estate and Construction Division 

(9) 

Supply Division 


(10) 

Transportation Division 



b 0 In view of the responsibility of the Chief of Logistics for world wide logistical 
matters, some means should exist for the review, study, and appropriate use of field, 
including overseas, procurement. It is concluded that this can best be accomplished 
by the establishment of a Foreign Branch in the Procurement Division 0 

Co Staffing for the Logistics Office should be increased slightly. Requirements indicated 
either by actual review of operation or by measurement based on past performance, as out- 
lined in Tabs A through K inclusive, support the conclusion that a personnel ceiling 
increase of 9 positions is justified. 
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6 0 RECOMMENDATIONS: 

a. It is recommended that the organizational pattern as indicated by the charts included 
in Tabs A through K. inclusive, be approved. 

25X9A2 

bo It is recommended that a Table of Organization totalling HHpositions be approved. 

Tables of Organization are included in the attached Tabs A through K, Position 
titles and grades shown thereon have either been approved or are subject to further 
consideration by the Assistant Director for Personnel as Indicated on each T/0 o 

Co It is recommended that the personnel ceiling as shown in Appendix No. 2, be approved. 

It is also recommended that the increase of 9 ceiling positions involved in this 
re comme ndation be taken from the DD/A reser ve. However, the grand total as presented 
25X9A2 of MB ceiling positions will be reduced to upon accomplishment of the actions 

listed in Appendix No. 2 0 25X9A2 


CONCUR: 

/s/ 

JAMES A. GARRISON 
Chief of Logistics 



Chief, Management Staff 

30 June 1954 

Date 


25X1 A9a 


APPROVED: 

/s/ 23 July 1954 

L. K. WHITE Date 

Deputy Director (Administration) 
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*Subjectto the provision of my memorandum 
of Logistics dated 21 July 1954 which elj 
sixmos it ions, sets the Logistics Office 
at H pad proposes an additional reduct j 
14 positions by 1 January 1955; unless ct 
circumstances warrant a temporary extensi 
certain of these 14 positions . 
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LOGISTICS OFFICE 

Comparative Statement of 
Present Approved T/O and Proposed T/o 


25X9A2 


ORGANIZATIONAL ELEMENT 


Office of Chief 


Security Staff 

Technical Review and Policy Staff 
(Composed of former Inspection and 
Review and Special Staffs) 

Administrative Staff 


Planning Staff 

Assistant Chief for Operations 


Printing and Reproduction Division 
Procurement Division 


Real Estate and Construction Division 


Supply Division 

Transportation Division 


TOTAL 


Increase 


Approved Proposed or 

Positions Positions Decrease 
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Appendix NOc 


Personnel Ceiling Reconciliation 


Proposed Table of Organisation, as listed in Tabs A 
through K 


Civilian Military Total 

25X9A2 



Adjustments account pending actions: 
lo There la pending a proposal to trans fer two 

pos itions,,* cel ling,, and incumbents 25X1 A9a 

from Logistics Office to the 25X1 A9a 
Machine Records Division, Office of the Comp- 
troller o Since these employees are actually 
working with Machine Records Division their 
positions have not been Included in the proposed 
T/0 o Therefore, in order that personnel celling 
may be allocated to cover these positions pending 
the actual transfer, it is necessary to add 2 to 25X9A2 
the Civilian and Total celling columns „ BjHH M 


2< > Col* presently on duty overseas, 25X1 A9a 

is expected to be returned to the Air Force in 
the near future (after 15 July 195U) and at that 
time a Military Authorisation of one will be re» 
llnqulshed by Logistics 0ffics o Col, 25X1 A9a 

position is not Included in the proposed T/0 and 
therefore in order that he may be covered by a 
military celling pending his actual return to the 
Air Force, It is necessary to add one to the 

Military and Total columns o 25X9A2 1 1 


PROPOSED PERSONNEL CEILING 
Personnel Ceiling as of 30 May 195L 
Increase Proposed 
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Appendix NOo 3 


List of Pending Proposals Affecting 
the Logistics Office Hot Included 
in the ProposeS f /O 


Pending Additions: 
1 


2 , 


3, 


Microfilming project for RI/FIo Requires asking approximately one million prints from 281 
reels of microfilm. This work will require three additional positions and cel lingo 

Sec«tariat e OH, for an increase in production by Printing and 
celling 64100 ® Building, This request involves an increase of one position and 

J ncre f ,e ***> *°° P ri * ta per to one thousand. This increas 
will require five additional positions and celling. 


Pending Deletions: 


lc 


2 , 


c * lllng om ” M “ hl ™ R « ori 


Relinquishment of one military authorisation upon the return of Col 
Air Force (probably after 15 July 195k) , 


25X1 A9a 



to the 
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Appendix Bo* 4 


Proposed Ceiling Increase 


Security Staff 


X 

Security Clerk 

os 6/5 

Administrative Staff 


1 

Budget Assistant 

OS 9 

1 

O&M Examiner 

08 11 

Procurement Division 


1 

Contract Negotiator 

OS 12/11 

1 

Contract negotiator 

OS 12/11 

1 

Purchasing Agent 

OS 13 

1 

Clerk Steno 

os 5 

Supply Division 



1 

Supply Officer 

OS 11 

1 

8upply Officer 

GS 9 
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